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Introduction

Greetings from BCCAT!

Provincial articulation committees play a critical role in the operation of the
B.C. post-secondary system, and can enhance student success within that sys-
tem. Students’ access to programs and institutions, their transfer through the
system and their equitable treatment are all affected by articulation committee
decisions.

Articulation committees also provide an invaluable forum for discussion of new
developments in disciplines and for fostering collegial relationships. The essen-
tial role performed by articulation committees within the B.C. post-secondary
system is described in detail in the document on page 12. This document is
also available as a separate brochure from the BCCAT office.

Since its inception in 1989, the B.C. Council on Admissions and Transfer has
had responsibility for the coordination of provincial articulation committees.
This relates to the Council’s mandate to forge linkages among post-secondary
institutions to ensure an accessible and responsive transfer environment for
B.C. students. All the Council’s projects and initiatives have been and continue
to be directed to this end. Diagrammatic overviews of the Council and its activi-
ties are provided in this handbook to illustrate how integral articulation com-
mittees are to the functions and mandate of the Council.

This handbook has been especially designed for individuals who serve on artic-
ulation committees, as chairs, system liaison persons, or as a representative
from an institution or organization. Additional information is available on our
website (www.bccat.bc.ca). There you will find:

* an electronic version of this handbook;

* the online transfer guide;

* current contact information for articulation committees and links to articula-
tion committee websites (where they have been established);

* information on resources and funding for articulation projects;

* research reports related to transfer issues, and much more.

You can also phone, fax or e-mail us at the addresses listed below. We are
always happy to help in any way we can.

Phone number: (604) 412-7700 Fax number: (604) 683-0576
Web Site: www.bccat.bc.ca E-mail: admin@bccat.bc.ca

[ ]
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Transfer and Articulation Committee:

Terms of Reference’
[

Membership

The Committee is composed of up to twelve members, at least two of whom
are members of Council. The remaining members are drawn from a broad

cross-section of the post-secondary community. Students and faculty are repre-

sented. The Associate Director also attends as a non-voting resource person.
The term of membership is three years subject to renewal for one additional

term if mutually agreed. The committee reports to Council.

Purpose

To provide advice and counsel to Articulation Committees and BCCAT on
issues of articulation and transfer policy; to oversee Articulation Committees; to
initiate, implement, and monitor projects or initiatives designed to improve or
enhance transfer; to examine and provide advice on issues related to post-sec-
ondary admissions.

Objectives

©

To provide expert advice to BCCAT on key issues and values related to
articulation and transfer in British Columbia,

To develop and recommend policies and practices to improve the admis-
sion and transfer opportunities for students wishing to move between
post-secondary institutions.

To initiate, approve and monitor innovative transfer projects and initiatives.
To oversee the mandate, operations and effectiveness of Articulation Com-
mittees including reviewing requests for the establishment of new Articula-
tion Committees, reviewing the need for the reduction and/or the
consolidation of existing Articulation Committees, and advising on the
appointment of System Liaison Persons.

To review issues that arise from meetings of the Articulation Committees
and to assist in resolving any problematic situations as and when they arise.
To review articulation and/or transfer -problems that arise, and to suggest
mechanisms to resolve any such problems.

To review available research or documents on articulation and transfer
issues in B.C. and/or other jurisdictions which might affect current or future
transfer policies, procedures or projects.

The Transfer and Articulation Committee (TAC) is the committee of Council which is
responsible for overseeing the work of Articulation Committees.

L
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Articulation Committees:
Overall Role and Terms of Reference

Articulation Committees:

Their Essential Role in a Successful
Transfer System'

2!

British Columbia’s public post-secondary system consists of 28 institutions, 14
of which offer degrees. In addition, Yukon College and four private institutions
in B.C. participate in the provincial transfer system, where smooth student
mobility between institutions is supported by all partners. Articulation commit-
tees play a critical role in that process and this paper provides a succinct over-
view of that role.

There are over G5 articulation committees currently recognized by the B.C.
Council on Admissions and Transfer. They exist for most disciplines or pro-
grams that are delivered in more than one B.C. post-secondary institution.
There are committees for academic programs (e.g. philosophy, math, English),
applied and professional programs (e.g. nursing, adult education, tourism man-
agement), vocational, trades and technical programs (e.g. drafting, automotive
service technician, welding) and adult basic education programs.

The Terms of Reference for articulation committees state that their purpose is
to “expand educational opportunities for students by facilitating transfer of stu-
dents from one educational institution to another.” Discipline specialists nor-
mally come together once a year to share information, and engage in
discussions related to curricular matters, particularly those affecting student
mobility. For articulation committees in technical, vocational and preparatory
fields, these discussions often centre on provincial curriculum and shared
objectives, while for the committees in academic and professional disciplines
topics most often revolve around course equivalencies and transfer
relationships.

While specific transfer credit is not usually negotiated in detail at articulation
committee meetings, deliberations at the meetings lead to common understand-
ings regarding course objectives and outcomes, and relevant teaching method-
ologies. Professional working relationships are fostered among disciplinary
colleagues throughout the system. At effective meetings current and potential
transfer problems can be discussed, as well as ways to deal with or prevent

1. This document is also available as a one-page brochure from BCCAT.

[ — 1
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those problems. Notice of upcoming curriculum changes can be given and com-
mon professional issues can be reviewed. Most committees also have a member
from the secondary school system who provides valuable linkages to teachers
of that curriculum and to issues related to secondary to post-secondary
transitions.

All institutions offering a particular program are expected to send a representa-
tive to the annual meeting of the relevant articulation committee. The cost of
attendance is borne by each institution. The successful functioning of articula-
tion committees depends on the ability of each representative to provide effec-
tive liaison between his/her own department, the committee, and other
institutions. It is vital, therefore, that institutions select as their representatives
individuals who are “experienced members of their departments” (ideally
department heads) and who are exceptionally well informed regarding articula-
tion matters.

Inter-institutional credit transfer is a key aspect of the B.C. post-secondary sys-
tem, providing mobility and facilitating efficient credential completion mecha-
nisms for all students. At the same time, each institution is autonomous in
matters of admissions, curriculum design and standards. Articulation commit-
tees provide an essential link between autonomous institutions offering related
programs, and as such are a critical factor in the smooth functioning of a suc-
cessful integrated and coordinated transfer system.

List of Currently Recognized Articulation Committees:
:

®  Adult Basic Education (Computer Studies) Working Group
®  Adult Basic Education (EDCP) Working Group

®  Adult Basic Education (English) Working Group

®  Adult Basic Education (Fundamental) Working Group
®  Adult Basic Education (Math) Working Group

®  Adult Basic Education (Science) Working Group

®  Adult Basic Education (Social Science) Working Group
®  Adult Basic Education — Steering Committee

®  Adult Education

®  Adult English as a Second Language

®  Adult Special Education

® Adventure Tourism

® Agriculture/Horticulture

¢ Allied Dental Educators

® American Sign Language

® Applied Business Technology

® Auto Parts & Light Warehousing

®* Automotive Collision Repair & Refinishing

® Automotive Service Technician

®* Biology

® Business Administration

( ]
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Carpentry

Chemistry

Commerce
Communications
Computing Education
Creative Writing
Criminology
Drafting/CADD

Early Childhood

Earth Sciences
Economics

Electrical

Electronics Engineering Technology
Electronics Technician
Engineering

English

Environmental Programs
Film Studies

First Nations (pending)
Forestry

Geography

Heavy Duty/Commercial Transport/Diesel Engines

History

Home Support/Resident Care Attendant
Hospitality Management

Human Service Worker
Mathematics
Millwright/Machinists

Music

Nursing

Outdoor Power Equipment/Motorcycle/Marine
Philosophy

Physical Education & Kinesiology
Physics

Piping Trades

Political Science

Practical Nursing

Professional Cook Training
Psychology

Recreation Education

S.C.O.L.A. (modern languages)
Sheet Metal
Sociology/Anthropology

Theatre

Tourism Management

Travel Programs

Visual Arts & Design

Welding

Women'’s Studies

]
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Objectives of Articulation
Al

Revised: February 1998

Articulation in British Columbia is a process which contributes to an overall
objective of expanding educational opportunities for students by:

a) providing a mechanism for exchanging information and enhancing coopera-
tion and coordination among institutions providing instruction in a given
area of studyj;

b) promoting course and program equivalency where appropriate; and

¢) aiding in the process of achieving inter-institutional transfer credit.

As defined, and within these stated objectives, the articulation process should
embrace universities, university colleges, colleges, institutes and secondary
schools,

Terms of Reference for Articulation Committees
L

Revised: February 2001

1. Articulation Committees operate under the aegis of the B.C. Council on
Admissions and Transfer and report to the Council through its Transfer and
Articulation Committee,

2. Articulation Committees exist for most academic disciplines, and most
career, vocational and developmental programs. The creation of new com-
mittees requires the approval of the Transfer and Articulation Committee.

3, All institutions are expected to send one representative to each articulation
committee for which they deliver a program of study.

4. The cost of articulation meetings is to be covered by institutional budgets.

5. Articulation Committees consist of voting representatives of the public col-
leges, institutes, universities and university colleges which offer, or plan to
offer, instruction in the respective discipline or program. In addition and as
appropriate to the discipline, there will be one voting representative of the
secondary schools and one from the corresponding Adult Basic Education
Working Group. Articulation Committees may invite representatives of pri-
vate institutions to participate (voting or non-voting) and may invite other
guests or observers. In addition, appropriate Ministry staff may attend
meetings.

6. A System Liaison Person (SLP) will be appointed to each committee by
BCCAT in consultation with the committee, and when the committee con-
curs that such an appointment be made. The SLP will provide liaison with
administrative groups and act as a non-voting resource person.

[ }
Articulation Committee Handbook 15
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10.

11.

Commiittees will normally meet once a year for one or two days, at a time
set by the Committee, but whenever possible during a non-teaching duty
time. The location of each meeting will be determined by each committee
but will most often be in the Greater Vancouver area for reasons of econ-
omy and convenience.

Committee members should be experienced representatives of their depart-
ment and be well informed regarding articulation matters. They should
serve for at least two years in order to build understanding and continuity.
Each Articulation Committee chairperson will distribute an agenda well in
advance of each meeting. Shortly after each meeting (normally within one
month), the draft minutes, including a list of participants and items to be
drawn to BCCAT’s attention, are to be sent to the Council office and to
members.

Each member is responsible for liaison between his/her home institution
and the Articulation Committee. This includes ensuring that all instructors
and relevant administrators receive copies of committee meeting minutes
and are informed regarding transfer issues, curricular change, program ini-
tiatives or any items likely to affect the home institution.

While course articulation is normally related to first and second year
courses, the inter-relationship between upper and lower level courses can
also be explored.

Goals of Articulation Committees
|

1. To expand educational opportunities for students by facilitating transfer of
students from one educational institution to another.

2. To foster understanding of course objectives in the discipline/program and
provide for liaison among instructors of the subject at all levels.

3. To exchange information about entry requirements, measures of achieve-
ment, course numbering systems, textbooks, and supporting facilities.

4. To exchange information, particularly relating to new developments in the
field, to identify common professional issues, and to identify opportunities
for program development.

5. To maintain liaison with appropriate external certification bodies.

6. To provide a forum for discussion of instructional practices and for the
exchange of learning materials.

7. To provide a forum for the discussion of any changes contemplated in
courses and programs that will affect transfer relationships.

8. To foster an orderly implementation of the Transfer Guidelines.

9. To identify and forward transfer problems which require the attention of
the B.C. Council on Admissions and Transfer.

L 1
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Length of Service for Committee Chair

At present, the responsibilities and terms of office for the chair vary greatly
from one committee to another. Several expect the chair (or a small executive
committee) to speak for the full committee between meetings, to collect infor-
mation and set agendas for annual meetings, and generally to continue as an
active chair throughout the year. Others expect little more from the chair than
the chairing of the annual meeting. Some rotate the position of chair annually
or simply agree that someone from the hosting institution will act as chair.
Some hold annual elections but may elect the same person for several terms. A
few have two or three year terms of office for the chair.

It is the opinion of BCCAT that committees benefit substantially from hav-
ing chairs and secretaries who serve for a minimum of two years. We rec-
ommend that every committee adopt a chairing or executive structure
which ensures efficiency, continuity, and distribution of work among
members.

Articulation Committees and Accountability
[

The B.C. post-secondary system spends a considerable amount of pubic funds
every year on articulation committee activities. This is a measure of the impor-
tance placed on the work of articulation committees. It is vital that these com-
mittees are accountable for this money, and that they are able to demonstrate

that the public post-secondary system receives value from the meetings.

Accountability to BCCAT

BCCAT manages and coordinates articulation committees on behalf of the sys-
tem, and responds to transfer issues and articulation problems identified by
committees. Committees as a whole can demonstrate accountability to BCCAT
in several ways:

* keep in touch with BCCAT and ensure that contact information for the com-
mittee is current;
* send draft minutes within one month of meeting;

* ensure matters requiring intervention or assistance are drawn to the atten-
tion of BCCAT.

Accountability to Institutions
While BCCAT sets the Terms of Reference for Committees and coordinates

articulation activity, it does not pay for articulation meetings. The funds to
cover expenses related to articulation activities (e.g. reviewing course outlines,

( ]
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sending faculty to meetings) are included in the transfer of funds from the
province to institutions in the post-secondary system. It is the institutions,
therefore, who approve and pay for representatives to attend articulation meet-
ings. It is important that individual members of committees communicate inter-
nally regarding the nature and purpose of the meeting, so that institutions are
able to make informed decisions regarding what they are being asked to pay
for.

BCCAT Guidelines refer to meetings taking place normally once a year, for one
or two days, most often in the Lower Mainland. Participants should ensure that,
when seeking approval to attend, they inform the institution if:

* the meeting is for more than two days;

* the articulation committee meets more often than once per year;

* the meeting is in a particular locale which may be deemed inappropriate
(e.g. outside the province, in an expensive location, etc.);

* the meeting includes events which fall outside the Terms of Reference of
articulation committees, such as professional development, fieldtrips, con-
ferences or curriculum development.

See the Roles and Responsibilities sections, starting on the next page, for specific
duties of Chairs and members of articulation committees.

L _ ]
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Participants: Roles and Responsibilities

Roles and Responsibilities of Chair

The chair is key to the success of the articulation committee, as he/she has
important responsibilities in communication with members, organizing and
chairing the meeting and ensuring appropriate follow-up on action items. A
committee structure that encourages delegation of responsibility and “succes-
sion planning” can help. The following are intended as general guidelines.

3 Item

Notes

1. Serve as formal contact with BCCAT. Use BCCAT and the Articulation Commit-

tee Handbook as a resource.

2 Attend regular meetings of Articula- BCCAT reimburses travel and accommoda-
tion Chairs & SLPs, convened by tion expenses for chairs for this event,
BCCAT. normally held each year.

3. Notify all members regarding details Most representatives require several
of meetings of articulation commit- weeks’ notice to book economy airfares.
tee. Establish/use an email group or list serve.

4. Ensure the secondary school repre- Contact BCCAT if you require clarification
sentative, the ABE representative, or information.
and any other appropriate represen-
tative from private or public agen-
cies is invited to attend meeting.

5. Set agenda, confirm date, venue and  Each institution pays the cost of its mem-
chairing arrangements for committee ber’s travel. Meeting expenses (e.g. meet-
meeting. Send out agenda well in ing room, food) are either borne by the
advance of meeting. host institution or shared among mem-

bers. Clarify in advance what the host
institution is prepared to contribute.

6. After the meeting, provide (or Send electronically if possible, or use
ensure secretary provides) minutes Report Form (see page 45) and attach
to BCCAT, and all committee mem- draft minutes. This should be done as
bers. It is understood that these will soon as possible after the meeting, nor-
be draft minutes. mally within one month.

7. Alert BCCAT, in a timely manner, to  Use a cover memo, or highlight section of
any issues requiring attention. minutes.

8. Alert BCCAT to changes in chair. Use Report Form or email. BCCAT will

send handbook to new chair.

9. Pass on relevant information to new  Here’s your opportunity to mentor!
chair.

10. Check that your information is cor- BCCAT Website is: www.bccat.bc.ca. Go

rect on the website.

to Articulation Committee Menu.

[
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Roles and Responsibilities of

Individual Committee Member

1

Each articulation committee member provides a vital link between the commit-
tee and his/her home institution or constituency.

; Item

Notes

1. Attend meetings of articulation com-
mittee. Make sure you obtain all nec-
essary approvals to attend.

Home institution bears the cost. Most
institutions have policies or procedures to
follow regarding attendance.

2 Canvass department members or col-
leagues for agenda items in advance
of meeting.

Contact chair to ensure that your items are
included in the agenda for the meeting.

3. Distribute agenda to colleagues and
relevant administrators in your insti-
tution.

Request feedback to take to the meeting.

4. After the meeting, distribute draft
minutes and your own report to col-
leagues and relevant administrators
at your home institution.

If you are the representative of the
secondary schools, send minutes and
brief report to C2T2 and your PSA or
the Career Education Society.

If you are a representative from a
corresponding ABE articulation com-
mittee, send minutes and report to
your ABE articulation chair.

Some institutions ask that members sub-
mit a report as a condition of attendance.

Check C2T2’s website: www.c2t2.ca for
contact names and numbers.

5. Alert own department if unable to
serve on the committee or to attend
a meeting.
If you are the representative of the
secondary schools, alert C2T2 if you
cannot serve or attend meetings.

Department designates new member or
alternative representative.

C2T2 will identify an alternate representa-
tive from the secondary schools.

6. Ensure chair receives notice of any
changes in member name and con-
tact information.

Contact BCCAT if you need contact infor-
mation for the chair, or try locating the
information on our website:
www.bccat.bc.ca

7. Pass on your committee file, min-
utes, etc. to the new representative.

8. Consider serving as chair or secre-
tary, or hosting a meeting.

Many committees have rotating meeting
locations.

]
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Roles and Responsibilities of System Liaison Person

1

The SLP is normally an administrator from a post-secondary institution who can
serve as a knowledgeable resource person on system issues and processes.
He/she should ideally have a knowledge or appreciation of, or experience in,
the discipline and is appointed by BCCAT, following consultation with the
articulation committee. While the SLP is non-voting, he/she is a valuable mem-
ber of the articulation committee, bringing a wide knowledge of the post-sec-
ondary system to committee discussions, and helping to provide context for
system initiatives and information on system processes. This provides assis-
tance to the group members, who are mainly discipline experts. SLPs also act
as advocates for articulation and provide links to administrative committees.

? Item

Notes

1.

Attend meetings of Articulation
Chairs and System Liaison Persons,
convened by BCCAT.

Home institution bears the cost for SLPs
for these events, normally held each year
in the early spring.

2 Attend annual meeting of articula- Home institution bears the cost.
tion committee.

3. Provide advice and information to Act as non-voting resource person, knowl-
committee about structure of edgeable about system issues.
post-secondary system and current
system-wide innovations or initia-
tives.

4. Provide continuity for committee as
chairs rotate, with background and
history of issues. Provide assistance
as desired by committee with meet-
ing procedures.

5. Provide technical advice on how to This may include contacting BCCAT on
forward an articulation concern behalf of the committee.
through appropriate channels.

6. Provide administrative perspective For example, how initiatives and changes
on issues under discussion. are budgeted for at institutions.

7. Act as liaison with system commit- Committees might include Senior Instruc-
tees. tional Officers Committee (SIOC)

Vice-Presidents Academic Committee
(VPAQC), Deans and Directors groups, B.C.
Association of Trades and Technical
Administrators (BCATTA).

8. Alert BCCAT and committee chair if = BCCAT will appoint a replacement and

no longer able to serve.

send handbook.

{
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Roles and Responsibilities of BCCAT

All articulation committees operate under the aegis of the Transfer and Articula-
tion Committee of BCCAT. The BCCAT office maintains files on all committees
and responds to concerns related to articulation and transfer.

! Item

Notes

1. Appoint members and hold regular
meetings of the Transfer & Articula-
tion Committee (TAC) of Council.

Committee normally meets two or three
times per year.

2 Convene meetings of Articulation
Chairs and System Liaison Persons
(SLPs).

Normally meetings are held once a year in
early spring. BCCAT pays travel expenses
for chairs to attend.

3. Maintain files on all articulation com-
mittees.

Files include contact information, minutes
and correspondence.

4. Ensure committees know that
BCCAT staff are available to attend
meetings.

Staff may not be able to accommodate all
requests, but they will try to do so.

5. Follow up on any contentious issues
or disputes to facilitate resolutions as
required.

Meeting Report Form or other means can
be used by articulation committees to
bring these issues to the attention of
BCCAT.

6. In consultation with committee,
appoint a System Liaison Person
(SLP) to each articulation committee.

See previous page for role of SLP.

7. Publicize the work of articulation
committees.

BCCAT newsletters or other appropriate
media will contain information about the
work of the committees.

8. Ensure that articulation members,
chairs and SLPs are informed regard-
ing roles and responsibilities.

BCCAT will provide handbook and main-
tain regular contact with chairs and SLPs.

9. Consult as appropriate with articula-
tion committees as issues arise
requiring their expertise or involve-
ment.

Normally such contact is through chair.

10. Inform articulation committees about
opportunities to undertake projects
related to articulation and transfer.

Act as resource for articulation committee
engaged in such projects.

11. Maintain section of website with rel-
evant information and resources for
articulation committees.

website: www.bccat.bc.ca

]
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The Meeting

Setting Effective Agendas

The following suggestions grew out of a workshop at the Annual Meeting of Ar-
ticulation Committee Chairs. They are provided as a belpful guide, especially for
new chairs, but are not intended to be prescriptive.

In advance of the meeting:

1. Email participants at least two months before the meeting. Remind them of
the date, request agenda items and suggest key issues;
2. Check previous minutes for items to be brought forward to this meeting;

bl

Send out the agenda at least two weeks before the meeting;
Indicate which are action items (A) and which are information items (I) and

schedule action items early on the agenda.

An agenda that follows a set pattern can be helpful as a starting point: For

example:

i
- Agenda Item

Notes

1. Welcome and introductions

Host institution often asks administrator to
welcome participants. Make all new mem-
bers feel welcome. Distribute sign-up
sheet for contact information.

2 Approval of agenda

Does it seem do-able in the time? Should
any items have a higher priority?

Approval of previous minutes

Review purpose of meeting

Review Terms of Reference for Articula-
tion Committees. Clarify what is and what
is not articulation business. Ensure every-
one is familiar with the Handbook.

5. Reports of subcommittees

In previous meetings, were any individu-
als or groups given tasks to do? Is the
committee working on an articulation
project?

6. Reports of Organizational Represen-
tatives

E.g.: Representativs from secondary
school, ministry, BCCAT, professional
bodies (e.g. CGA, BCRNA), ABE, ITAC,
private post-secondary providers.

continued...
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E Agenda Item

Notes

7.

New articulation business

e.g. Notice of changes to curriculum at
receiving institutions and the implications
of such changes; new program proposals;
new advances in the discipline which will
affect course outlines; impact of technol-
ogy on course content or delivery;
changes in external accrediting body regu-
lations or policies; issues related to com-
mon instructional resources or assessment
practices.

Summary of New Business

Review decisions made, actions agreed to
and to whom they are assigned, items to
be brought to the attention of BCCAT, any
unresolved items to be brought forward to
next meeting.

Elections

Try to maintain a committee structure that
provides for “succession planning” and
the sharing of responsibilities and tasks.

10.

Institutional reports

These can be submitted in advance in
writing. If time for verbal reports, ask par-
ticipants to limit remarks to items relevant
to the work of the committee.

11.

Next meeting

Establish, if possible, meeting dates and
locations two to three years in advance.
Clarify hosting commitments and delegate
responsibilities such as recording minutes.

12.

Adjournment

]
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Guidelines for Articulation Committee Minutes
{ :

Purpose of Articulation Committee Minutes
The minutes of articulation committee meetings fulfill several key functions:

1. They inform all participating institutions about current province wide initia-
tives or proposals that can impact on the program or discipline.

2. They alert BCCAT and institutions to problems of articulation and transfer
that may call for mediation or other types of intervention, and track those
issues over time.

3. They form a record of which institutions have attended the articulation
committee meeting.

4. They are an important measure of accountability.

Functional Minutes

While many items may be discussed at the meeting (e.g. institutional changes,
personnel matters) which may be of interest to participants, the minutes should
normally consist of those items which relate to the mandate of the committee
to discuss, and, whenever possible, resolve issues related to the alignment of
curriculum, the articulation of courses, and the ability of students to transfer
credits without facing undue barriers. The minutes should concentrate on the
following items:

* Attendees, location and duration of meeting;

* Decisions, action items or motions;

* Description of any items (e.g. new provincial or national initiatives) with
implications for the discipline/program;

* Description of problems or issues that need attention, with suggestions for
action (by committee members, by institutions, by BCCAT);

* Notable committee achievements or successes which can be highlighted in
BCCAT publications or other places;

* Names and contact information for any incoming officers (chair, co-chair,
secretary); and

* Date and location of next meeting.

Note

° Minutes should be sent to BCCAT within four weeks of the meeting. We un-
derstand that these will be draft minutes. (Use the form on page 45, or send
them electronically.)

* Eventually, BCCAT plans to post minutes from articulation committee meet-
ings on our website: www.bccat.bc.ca. '

L 1
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Frequently Asked Questions about
Articulation Committees

]

Q: What is the process to be followed when an institution changes its cur-
riculum?

A: One of the primary purposes of Articulation Committees is to provide a
forum for the discussion of curricular issues, especially as they relate to
articulation. Institutions that receive transfer students should discuss at
articulation meetings upcoming changes which may/will affect transfer.
They also have a duty to ensure that all sending institutions are well
informed about proposed changes even if they do not have a representative
at the articulation meeting.

There are three key elements to this consultation process:

1. All details of the proposed curricular changes should be explicit. Infor-
mation such as calendar descriptions and course outlines; significant
changes in assessment/evaluation practices; proposed changes in pre-
requisites, degree or credential requirements; changes to course levels
(e.g. from lower division to upper division) should be provided. Feed-
back from affected sending institutions should be sought. Within the
sending institutions it is important that the articulation contact person
inform other faculty and relevant administrators of the proposed
changes.

2. Adequate timelines should be established for the implementation of cur-
ricular changes which will allow for sending institutions to respond.
This response may include adapting their own curriculum to fit the pro-
posed changes and this can be a time-consuming process requiring
“grandparenting” provisions.

3. The implications for transfer should be thoroughly examined, including
the implications outside the immediate department. For example, if a
credit value changes from assigned to unassigned for a certain math
course, will that course still be acceptable as fulfilling the math require-
ments in another program?

Remember that good communication is two way. If in doubt, ask for infor-
mation!

G ]
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Q:

A:

New programs and disciplines emerge all the time. How are new artic-
ulation committees formed for such programs?

Because there are significant costs to the system, to individual institutions,
and to BCCAT to establish and maintain articulation committees, new com-
mittees are not established unless approved by the Transfer and Articulation
Committee of BCCAT.

In order for a new committee to be established, the discipline must be dis-
tinct and widespread in the post-secondary system, and the new committee
must not duplicate the work of another committee. Therefore, one of the
first options to consider is whether or not an existing committee can pro-
vide the appropriate venue for the discussions.

If an existing committee cannot accommodate the needs of the new or
emerging group, that group should forward a proposal for the establish-
ment of a new articulation committee to BCCAT. For committees for trades,
occupations and apprenticeship programs, a copy of the proposal should
also be sent to the Industrial Training and Apprenticeship Commission
(ITAOC).

This proposal should be as comprehensive as possible, and address the fol-
lowing items:

* a detailed rationale for the establishment of the new group;

* a description of the work it will undertake and the issues it will address;
* alist of the potential membership or representative groups including, as
appropriate, ministry, secondary school, private sector or other repre-

sentation;

* a plan for chairing, and for taking and distributing minutes;

* statements of support for the establishment of the committee from each
participating institution’s Dean or Director; and

* frequency and location of meetings and/or plans for electronic commu-
nication.

Once the proposal has been received, it will be adjudicated by the Transfer
and Articulation Committee at their next meeting. Discussions with other
interested parties (e.g. Deans’ groups, ITAC) will form part of the adjudica-
tion process where appropriate. The Executive Director of the Council will
communicate the decision of that committee to the proponent group.

[
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Q: What happens to committees that don’t meet?

A: It is understood that due to the evolving nature of post-secondary fields,
articulation committees which may once have been needed, may no longer
be relevant and may stop meeting. Where a committee has not supplied
contact information, has not returned requests for information, or does not
appear to have met for a period of two academic years, BCCAT will assume
that the committee is no longer operative. Notification that this committee
will be removed from the list of BCCAT approved committees will be sent
to the last recorded chair and SLP of the committee, and will also be noted
next to the name of the committee on the BCCAT website. If feasible, insti-
tutions which participated in the articulation committee will also be noti-
fied.

If no request to continue is received, or no activity occurs, the committee
will be deleted from the list of approved articulation committees. In order
to be reinstated, the committee must re-apply for approval, using the format
developed for approval of new committees.

Q: Our committee is concerned that an institution has not sent a member
for several years. How can we encourage them to attend?

A: A personal approach by the artiulation committee chair, such as a phone
call or e-mail to the appropriate department, school or division chair/head,
can help to clarify why a representative is not attending, and provide
encouragement to do so. If the chair perceives a problem, he/she can also
request help from BCCAT.

Q: When do Ministry representatives attend articulation meetings?

A: Several committees deal with subject areas which have corresponding
responsibilities within the Ministry, looked after by a Coordinator, Manager
or Director. Depending on the subject area, Ministry representation at artic-
ulation meetings may be well-established and ongoing, occasional or pro-
ject-specific. Ministry representation is especially important in cases where
curriculum review, new program development, or changes to provincial
regulations which may affect your subject area, are being directed or coor-
dinated within the Ministry. If you are not sure whether or not to invite a
Ministry representative, or whom to contact, BCCAT will be glad to put you
in touch with the appropriate person. This refers to the ministries responsi-
ble for both the secondary and the post-secondary sectors.

[ 1
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Q: How do we identify a secondary school representative for our commit-
tee?

A: Itis best to have a representative who is in a position to represent the sec-
ondary schools on a consistent basis. The Centre for Curriculum, Transfer &
Technology (C2T2) has set up a process to identify such representatives.
Please contact the Centre by calling (250) 413-4402. Information can also be
found by following the “Student Transitions” link at www.c2t2.ca.

Q. What role does the secondary school representative play on our com-
mittee?

A: The secondary school representative is a full voting member of the commit-
tee. The purpose of including a representative from the secondary schools
is to improve communication and articulation between the two sectors. The
person, therefore, should be someone who is appropriately qualified and
can speak knowledgeably about the subject area as it pertains to the sec-
ondary school curriculum, and can represent the interests of that sector. As
with all other members, he/she represents a curricular area or program, and
has no authority to speak for, or make decisions binding upon a school, or
an association. Secondary school representatives should make reasonable
efforts to communicate with their colleagues, through their professional
associations or networks, about the agenda and decisions of articulation
committees. It is recognized, however, that this can be difficult, given the
number of secondary schools and the limited representation. It is also help-
ful if he/she can assist in finding and providing orientation for a new repre-
sentative if no longer able to serve.

Q: How are links maintained between the Adult Basic Education (ABE)
Working Groups and their corresponding articulation committees?

A. It is essential to provide linkages between ABE and post-secondary pro-
grams in the same discipline, similar to the linkages provided between the
secondary and post-secondary sectors by the secondary school representa-
tives. Both the Transfer & Articulation Committee of BCCAT, and the Deans
& Directors of Developmental Education endorse the addition of ABE repre-
sentatives to articulation committees. The ABE Working Group chair
appoints a member to sit on each corresponding articulation committee, to
act as a liaison between the two committees. The normal practice is that the
representative will come from the locality in which the articulation
committee meeting will take place and therefore may be a different person
each year. The ABE representative is a full voting member of the articula-
tion committee and has the responsibility to report back to his/her working
group, and to speak to issues related to communications, coordination and
articulation between the two sectors. If an articulation chair is unsure if
his/her committee should invite an ABE representative, he/she should con-
tact BCCAT.

| ]
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When is it appropriate to invite representation from private post-sec-
ondary institutions?

This will vary from committee to committee. Articulation and credit transfer
agreements between private post-secondary institutions and public colleges,
university colleges and institutes were enabled as a result of the Ministry’s
Strategic Plan “Charting a New Course.” It is in the best interest of both
public and private institutions to maintain as open a communication as pos-
sible in curricular areas where significant articulation agreements exist.
Articulation committees can decide whether representatives from private
institutions should be invited to attend and whether they should participate
as visitors/observers or as full members.

Who pays for Articulation Committee Meetings?

The budget for institutional representatives to attend articulation committee
meetings is disbursed to each institution by the Ministry as part of the
annual budgetary allocation process. Therefore, each institution is responsi-
ble to pay for the costs associated with sending a representative.

BCCAT reimburses the expenses of articulation committee chairs to attend
the BCCAT Annual Meeting. BCCAT does not have any budget to cover
costs associated with articulation committee meetings (apart from the atten-
dance of BCCAT staff members).

Our meetings have a tendency to go off track. How do we avoid that?

When faculty from the same discipline get together from all over the prov-
ince, there is a natural inclination to discuss items of common concern. The
challenge is to make sure that such discussions are germane to the terms of
reference for articulation committees as outlined in this handbook. Chairs
should help orient the whole group to the mandate of the committee, the
process of articulation and the relationship of the committee to the BCCAT.
Some time can be spent at the beginning of each meeting (especially when
guests have been invited or where many members are new) on such a dis-
cussion/orientation.

: We want to organize some other activities for our members in conjunc-

tion with the articulation committee meeting. Is that a problem?

Many articulation committees organize professional development events in
conjunction with the meeting, or schedule their meeting to coincide with a
conference related to their discipline. Others take the opportunity to engage
in work related to curriculum development. The important thing is to distin-
guish between what is articulation committee business (see the Terms of
Reference for Articulation Committees) and what is “other” business. The
agenda that goes out to all members in advance of the meeting should be
clear on this point. While all post-secondary institutions in B.C. recognize
the importance of professional development and instruction-related activi-
ties, and in many cases the advantage of tying such events to articulation

1
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committee attendance, most have different budgeting mechanisms for this
type of travel. Institutions have told BCCAT that they need to be clear about
the nature and purpose of the travel which they are funding.

Q: My institution is hosting the meeting this year. What is expected of us?

A: Many committees rotate their meeting location among member institutions.
If you are hosting the meeting, it's a good idea to ensure that you have the
support of your institution. Since the host department does not incur travel
costs to send a representative to the meeting, it is usually able to provide a
meeting room, food, and miscellaneous support such as photocopying.
However, this is sometimes beyond the budget of the department, and in
this case the committee usually covers the expenses by sharing the costs
among members.

: As chair of my articulation committee, I have been asked to sit on a
Yy
provincial committee. Is this part of my duties?

A: Since articulation committees represent considerable bodies of expertise in
subject areas, they may be asked from time to time to send representatives
to other committees or task forces. Such involvement can be desirable and
mutually beneficial, but it can also present a dilemma for the committee.
There is normally no funding for members’ or chairs’ activities beyond the
committee meetings themselves and invitational workshops held by the
BCCAT, and no release time from teaching duties for additional responsibil-
ities. Chairs or representatives are advised to request any necessary funding
from the organization requesting the representation. They should also seek
the permission and support of their own departments to engage in “extra”
activities.

One significant current exception is that a representative (often the chair)
from each trades related articulation committee is invited to sit on the corre-
sponding Trades Advisory Committee. The Industrial Training and Appren-
ticeship Commission (ITAC) pays the travel expenses for the articulation
committee member to attend Trades Advisory Committee meetings.

[ ]
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Principles and Guidelines for Transfer

Preamble

Transfer relationships in British Columbia are governed by statements which
were adopted by the Council in 1993 after thorough consultation with all of the
public post-secondary institutions in the province and with the private and
out-of-province institutions listed in the Transfer Guide.

The principles and guidelines are based on those formulated by the British Co-
lumbia Post-Secondary Coordinating Committee and approved by university
senate and college councils in 1976 and 1977.

Principles

1. The primary purpose for transfer among colleges, university colleges, uni-
versities and institutes is to increase student accessibility to post-secondary
education by facilitating student mobility between institutions.

2. Each institution in the British Columbia post-secondary system will seek to
enhance accessibility by planning for, and accepting as transfers, students
who have completed a portion of their post-secondary studies at another in-
stitution in the system.

3. In any transfer arrangement, the academic integrity of the individual institu-
tions and programs must be protected and preserved.

4. Awarding of transfer credit will be governed by the policies and regulations
of the Senates and Boards of the institutions concerned.

5. Course or program transfer credit should be based on equivalency of aca-
demic achievement and of knowledge and skills acquired.

6. In determining the eligibility of transfer students for admission, receiving
institutions will give primary consideration to a student’s post-secondary ac-
ademic record, provided the student has completed at least 30 credits of
post-secondary studies.

7. While the minimum conditions for admitting transfer students will be pub-
lished, receiving institutions may limit admissions to programs based on
availability of resources.

8. Admission of transfer students to some programs may be based upon crite-
ria pertinent to the program, additional to academic performance. While ac-
ademic prerequisites ensure eligibility, they do not guarantee admission to
a particular program.

| ]
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If transfer arrangements are to be effective, students must be provided with
information, prior to beginning their programs at sending institutions, as to
course equivalencies, program prerequisites, and levels of achievement on
which admission to and awarding of transfer credit at receiving institutions
will be based. Receiving institutions should not make changes in these ar-
rangements without providing adequate notice and lead time to sending in-
stitutions.

Guidelines

Although formal transfer negotiations shall take place via the designated
persons at each of the institutions, discussions concerning course content,
adequacy of supporting facilities and related matters should generally occur
first at the local (i.e., department to department or instructor to instructor)
level.

The institutions seeking transfer credit should be prepared to provide the
following information: course name, course number, length of instructional
period, hours per week (lecture, lab, seminar) objective of course, and - al-
though subject to change without notice - texts and required reading, initial
proposals for method of instructing and evaluation, and the qualifications of
instructors.

Negotiations between institutions regarding equivalency should recognize
that effective learning can occur under a variety of arrangements and condi-
tions. Various methods of demonstrating or achieving equivalency may be
employed, particularly for career programs; for example, course equiva-
lency, competency tests, challenge exams, program equivalency and bridg-
ing programs.

Program or discipline articulation committees consisting of representatives
of institutions offering the respective programs meet routinely to share in-
formation and enhance cooperation among people providing instruction in
given areas of study; to promote course equivalency where appropriate; and
to aid in the process of achieving inter-institutional transfer credit. Curricu-
lum issues arising from transfer agreements may be addressed to appropri-
ate articulation committees.

An institution which denies the transfer of credit requested by another insti-
tution shall state the reasons for the refusal.

Once an agreement has been reached on the conditions of credit transfer of
an individual course or program of studies, it shall not be abrogated with-
out reference to the designated authorities in the institution affected.

An institution planning changes to its curriculum which will affect the re-
quirements for credit transfer should inform the members of the relevant ar-
ticulation committees as far in advance of implementation as possible so
that other institutions can consider the desirability of alterations to their
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courses and programs. Until others have been notified of changes, institu-
tions have an obligation to fulfill the commitments of current course out-
lines.

The minimum GPA for admission as a transfer student is normally 2.0 (C).
Receiving institutions which require higher GPAs for programs to which ac-
cess is limited and for which transfer quotas have been established will nor-
mally give preference to students who have completed as much of their
programs of studies as is feasible at the sending institutions.

For one of a kind programs or programs with very limited enrolments (usu-
ally professional and career) for which sending institutions offer specific
transfer programs, appropriate administrators from sending and receiving
institutions should, as part of a transfer agreement, establish enrolment
quotas for each of the participating institutions.

Transfer arrangements between colleges and universities are assumed to be
based on “lower division” (i.e., first and second year) studies. It is recog-
nized that the assignment of ‘year level’ to any individual course might vary
at different institutions and, therefore, specific exceptions to this rule might
occur under inter-institutional arrangements.

Transfer of credit includes the following categories:

i) Specific equivalent of a given course (assigned credit);

ii) Unassigned (elective) credit in a discipline or department;

iii) Unassigned (elective) credit in a faculty or program;

iv) Unassigned (elective) credit for courses not identifiable with course
offerings but which are evaluated as being appropriate for academic
credit on transfer.

1
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Supplemental Principles and Guidelines for
Flexible or Innovative Transfer'

Preamble

After extensive study and consultation, the B.C. Council on Admissions and
Transfer (BCCAT) has concluded that transfer among institutions in B.C. has be-
come and will continue to become more complex due to the increase in the
number of degree granting institutions. To maximize student access, the B.C.
post-secondary education system is committed to enabling students to transfer
relevant credits among institutions. In order to sustain this commitment in the
face of the increasing number of receiving institutions and complex patterns of
student movement among institutions, the B.C. Council on Admissions and
Transfer is working to encourage the development of more innovative, flexible
and efficient transfer arrangements. In doing so it recognizes the existence of
necessary constraints on credit transfer, but wishes to minimize inequities and
difficulties faced by students and institutions.

Therefore, the Council has developed a set of Supplemental Principles and
Guidelines for Flexible or Innovative Transfer. These new principles and guide-
lines have not been formalized, in the sense of being developed through a pro-
cess of extensive consultation with the post-secondary system. Nevertheless,
Council believes that they are potentially very useful, both generally, and for
application to projects to develop alternate, flexible approaches to transfer.

General Principles for Flexible and Innovative Transfer

1. Students should be able to complete all lower division degree requirements
at a college, provided that the college offers a reasonable variety of courses
in their chosen discipline.

2. Neither transfer nor direct entry students should be advantaged or disad-
vantaged as a result of the transfer process.

General Guidelines for Flexible and Innovative Transfer

1. Variations in institutional programs that reflect differing missions, context
or expertise should be respected and accommodated. Accommodation strat-

1. Besides the provincially approved “Principles and Guidelines for Transfer” (see page 34), the
B.C. Council on Admissions and Transfer has developed a supplemental set of principles and
guidelines for “Flexible or Innovative Transfer.” This second set has been endorsed by the
Council, and is intended to provide additional guidance to institutions or committees who
are developing new kinds of transfer agreements.

[ ]
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egies may include receiving institutions setting more flexible course or
credit requirements for transfer students than for direct entry students.

Sending and receiving institutions should provide a written rationale for the
designation of courses as upper or lower division when requested.

Each receiving institution should normally grant the same number of credits
for each transfer course as it grants its own equivalent course.

For the purpose of assessing equivalency, comparison of courses or pro-
grams may be based on a variety of factors, including the following (as
many as are appropriate):

comparison of detailed content elements

comparison of outcomes

comparison of general subject matter

comparison of depth or breadth of coverage of subject matter, even if con-
tent details or approach are different

comparison of assessment

documented evidence of student success in subsequent courses

Block transfer, flexible transfer or transfer innovation agreements should
not undermine the ability of students to continue to transfer on a course by
course basis.

Guidelines for Block Transfer Agreements

Definition of Block Transfer: Block Transfer is the process whereby a block of
credits is granted to students who bave successfully completed a certificate, di-
ploma or cluster of courses that is recognized as baving an academic wholeness
or integrity, and that can be related meaningfully to a degree program or otber
credential.

Block Transfer agreements will normally involve certificate or diploma pro-
grams from the sending institutions, but may also involve smaller blocks or
clusters of courses or credits.

Where the receiving institution does not grant the number of credits equiva-
lent to the number the sending institution grants for the block, it should
provide clear rationale for the number of credits granted.

While many block transfer agreements include a provision that the student
is deemed to have fulfilled all lower level requirements, others may stipu-

late that any lower level requirements that have not been completed must

still be taken.

Block transfer agreements should be clear, in that each student should
know exactly what credit he/she will receive at the receiving institution.

_ 1
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5. A block transfer agreement does not guarantee admission to the receiving
program or confer priority status, unless such provisions are specifically
built into the agreement.

6. The standards or criteria for program admission for students transferring
under a block transfer agreement should be clearly stated in the agreement.

7. Sending and receiving institutions should reach agreement on what consti-
tutes replication of coursework before a block transfer agreement is final-
ized. Students should not have to repeat content of which they have already
demonstrated substantial mastery.

8. If a block transfer agreement provides for two years of credit transfer, trans-
fer students should be able to finish a four-year degree in a further two
years or within a reasonable additional amount of time if deemed essential
by the receiving institution.

9. Block transfer arrangements should involve signed formal agreements be-
tween a sending and receiving institution.

10. Block transfer arrangements should be well documented (including in the
B.C. Transfer Guide) and accessible to students.

11. Depending on the agreement, block transfer agreements may include provi-
sion for course-by-course allocation of credit, or may obviate the need for
such allocation.

- < ~ |
Articulation Committee Handbook 39

O

ERIC 38

Aruitoxt provided by Eic:



Part D;:

Forms

39



Q

ERIC

Aruitoxt provided by Eic:

REVISED: NOVEMBER 2000

BRITISH COLUMBIA COUNCIL ON ‘ surparTMG B0y
. . ADMISSIONS & TRANSFER /—‘—‘I
B.C. Transfer Credit Evaluation Form 0
Elements marked with the [X> symbol are required. Please see additional information on the reverse.
® FROM:
o BCIT 0O BCOU 0O CAMO 0 CAP OCNC 0O COTR 0 cowy 0 coQu gccc 0 DOUG
0 ECIAD onG 0O KWAN O LANG 0O MALA aNvIT O NIC ONLC ONwWCC o ouc
0 SELK 0 SFU 0O TECHU o T™wu o usC gucc O UCrv 0O UNBC ouvic aovce
0 YUKO OOther:
CONTACT NAME: TEL: ( ) EMAIL:
& In this instance the institution identified above is the: O Sending Institution O Receiving Institution
® DATE FORM INITIATED (MM/DD/YY): / /
® TO:
o BCIT OBCoOU 0O CAMO 0O CAP OCNC 0O COTR 0 cowy 0 coQu occce 0 DOUG
0 ECIAD oG O KWAN 0O LANG 0O MALA ONVIT O NIC ONLC O NWCC oouc
0 SELK O SFU O TECHU o™WU ousC oucc O UCFV 0 UNBC auvic ovee
0 YUKO OOther:
CONTACT NAME: TEL: ( ) EMAIL:

1. TRANSFER CREDIT EVALUATION or RE-EVALUATION

A. To be completed by the SENDING INSTITUTION
Use a separate form for each course submitted. Attach supporting documentation, including course outline/syllabus. (This section may also
be completed by a Receiving Institution if it is initiating a transfer credit evaluation or re-evaluation of a Sending Institution course.)

Check One: O NEW course at Sending Institution 0O REVISED course at Sending Institution
Course NAME:
Course PREFIX:
Course NUMBER:
Credit/Unit VALUE:
DATE 1st OFFERED In this form / content (course start date/revision date) (MM/YY). ___/_
SUGGESTED CREDIT AT RECEIVING INSTITUTION;

Y @B BB

B. To be completed by the RECEIVING INSTITUTION:
B Check ONE of the three boxes below and complete appropriate blanks:
0O INCOMPLETE - Please submit additional information, i.e.
O NO CREDIT AVAILABLE, for the following reason(s):
Effective date of “No credit” evaluation (MM/YY): ____/  (usually corresponds to “Date 1st Offered...,” above)
O CREDIT ESTABLISHED: '
® Check ONE of the four boxes below:
0O There is no previously existing transfer credit for this course
0O This credit REPLACES ALL previously existing credit
O This credit REPLACES any existing credit, as of the Start Date shown below
0O  This credit is IN ADDITION TO any existing credit, as of the Start Date shown below
® START Date (date this credit first available (MM/YY): ____/_____ (usually corresponds to “Date 1st Offered...” above)
END Date: (date this credit terminates, if known (MM/YY): ____ [
® CREDIT Details (Course prefix(es) and number(s), credit/unit value(s); restrictions, options, notes):

Addltional NOTES (not for inclusion in Transfer Guides):

2. PREFIX CHANGE, or COURSE RENUMBERING (no content changes), or COURSE DELETION (by Sending Institution)

Attach a separate listing if changes are numerous. Note: A course deletion by a Receiving Institution should normally require a re-evaluation
by the Receiving Institution of the corresponding Sending Institution course(s). Use Section 1, above, for such instances.

Check One:

0 PREFIX CHANGE Date of Change
0 RENUMBERING Old Prefix & No. New Prefix & No. or Date of Course
0O DELETION Institution: or Deleted Course {If applicable) Yermination (M/Y)
Provide Specifics: >> /

3. APPROVALS (provide approvals according to your internal institutional procedures)
For the Receiving Institution:

DEPARTMENT (or other )

NAME SIGNATURE DATE (WO/Y)
FACULTY (or other )%

NMAME CICNATURE DATE (M/D/}
*REGISTRAR/ADMISSIONS:
(REQUIRED by BCCAT for Sect 1 evaluations) NAME SIGNATURE DATE (MWO/Y)

For the Sending Institution:

DEPARTMENT (or other )

NAME SIGNATURE DATE (WO/Y)
FACULTY (or other, )

NAME SIGNATURE DATE (M/O/Y)
*REGISTRAR/ADMISSIONS:

(REQUIRED by BCCAT for Sect 2 changes) NAME SIGNATURE DATE (MWOD/Y)

4, DISTRIBUTION
When completed, this form should be vetted by the Registrar/Admissions Office at the Receiving Institution (for Section 1 changes)
or at the Offering Institution (Section 2 changes). Copies should be distributed by the Registrar/Admissions office to appropriate contacts at:
0 Sending Institution 0O Receiving Institution and to: O BC Transfer Guide Coordinator, ¢/o P.0. Box 115, Mill Bay, BC VOR 2P0
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REVISED: NOVEMBER 2000

HOW TO USE THE
B.C. Transfer Credit Evaluation Form
This page is an important part of the form.

IF YOU PHOTOCOPY THE FORM, PLEASE PHOTOCOPY BOTH SIDES.

General:

Approvals:

The B.C. Transfer Credit Evaluation Form is intended to
consolidate transfer information collected by B.C.'s post-
secondary institutions and record the changes required to the
course-by-course transfer database maintained for the
province-wide BC Transfer Guide (both print and electronic
versions). The system-wide implementation of this form is
endorsed by the BC Registrars’ Association and the British
Columbia Council on Admissions and Transfer.

Comments concerning ways in which the form may be
improved would be welcomed and can be sent to the Transfer
Guide Coordinator at the address noted below.

A principal aim of the form is to acquire, on paper,
authorization of changes to course transfer information.
Appropriate signatures (Section 3 of the Form - Approvals) are
therefore mandatory.

Please ensure the form is filled out clearly - PLEASE PRINT.

Definitions:

¢ Sending Institution: The institution at which the course
work was completed; where a student is transferring from.

» Receiving Institution: The institution granting credit for
course work completed at a Sending Institution; where a
student is transferring to.

Contact Information:

A complete list of current BCCAT Institutional Contact Persons
(ICPs) is available from the B.C. Transfer Guide Coordinator
(address below). ’

Copies of this Form:

Institutions should photocopy this form in required quantities.
We recommend you photocopy both sides of the form.

Originals may be requested from the Transfer Guide Co-
ordinator (address below) or downloaded, in Word or PDF
formats, from: ftp:/fip.istandnet.com/bccat

(To print the downloaded Word version of the form you will need the Arial and
Wingdings fonts on your system for the Form to print exactly as designed. The
POF version has all fonts embedded.)

Regarding changes to the
British Columbia Transfer Guide
(print and online versions):

BCCAT maintains a transfer information database file for each
academic year. Changes will be made to the data files
according to the effective date or date of change indicated on
the Transfer Credit Evaluation Form.

The online version of the BC Transfer Guide
(www.bccat.be.ca) is updated on a monthly (or more frequent)
basis. The print version, published annually in July, will also
reflect any additions and changes itemized on this form and
received by the BC Transfer Guide Coordinator prior to annual
deadlines.

Required Information:

o SECTION 1 (new transfer agreements or re-evaluations
of existing agreements):

Space is provided on the form for approvals to be
supplied according to the Receiving Institution’s internal
procedures and requirements.

BCCAT requires approval from the Registrar’s and/or
Admissions office of the Receiving Institution before any
additions or changes are made to the published provincial
Transfer Guide (print and electronic versions).

Typically, a Sending Institution will complete Section 1A to
initiate the evaluation process. A Receiving Institution will
complete Section 1B and 3 (approvals). The Receiving
Institution’s registrar/admissions staff will then vet and
record the information, and then distribute the completed
form to appropriate internal and external offices, and to
the B.C. Transfer Guide Coordinator (address below).

Note: The Receiving Institution should send a copy of the
completed form to the B.C. Transfer Guide Coordinator
only after it has been properly completed and approved
according to the institution's internal requirements and
procedures, and vetted and recorded by registrar/
admissions staff.

It is not necessary to send supporting documentation (e.g.
course outlines) to the Transfer Guide Coordinator.

s  SECTION 2 (Prefix changes, Course renumberings,
Course deletions):

BCCAT requires approval from the Registrar's and/or
Admissions office of the institution offering the course(s)
itemized on the form, before any additions or changes are
made to the published B.C. Transfer Guide (print and
electronic versions).

Typically, an institution will complete Section 2 and
approve the form (in Section 3) according to its own
internal procedures. Registrar/admissions staff at the
institution should vet and record the information, then
send copies to appropriate contacts at applicable
institutions and to the B.C. Transfer Guide Coordinator
(address below).

Note: A course deletion by a Receiving Institution should
normally require a re-evaluation by the Receiving
Institution of any Sending Institution course(s) which
previously transferred to the now non-existing Receiving
Institution course. A Receiving Institution can undertake
the re-evaluation unilaterally, and complete both Sections
1A and 1B of the Transfer Form.

Form Distribution:

Elements of the Form which are preceded with the B® symbol
indicate required data. Forms submitted to BCCAT without the
required data may be returned to the institution(s) with a
request for the missing data, thus delaying processing by
BCCAT and entry into the Transfer Guide database.

It is the responsibility of institutions to ensure completed forms
are directed to appropriate staff/offices at the Sending and
Receiving Institutions affected by the noted changes. BCCAT
cannot undertake to inform institutions of changes proposed or
approved.

Copies of this form (after institutional approvals, vetting and
recording) should be mailed or faxed to the BC Transfer Guide
Coordinator (address below)

Transfer Guide Co-ordinator:

BC Transfer Guide Coordinator
clo P.O. Box 116
Mili Bay, BC VOR 2P0

Phone: 250-743-2946
Fax: 250-743-2910
Email: TransferGuide@bccat.bc.ca
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Articulation Committee Meeting Report Form

Name of Articulation Committee:

Date(s) of meeting (year/month/day):

Location:

PLEASE:

¢ Return this form to BCCAT (address below) within one month of meeting,

o Attach minutes, including information about date and location of subsequent
meeting.
Feel free to highlight issues which you wish brought to the attention of BCCAT.

o Send list of committee members and their institutions, indicating whether or not they
attended this meeting.

CHAIR:
Term beginning on

Name: Institution:

Address & Postal Code:

Phone: Fax: E-mail:

CO-CHAIR:
Term beginning on

Name: Institution:

Address & Postal Code:

Phone: Fax: E-mail:

ATTACHMENTS: QO draft minutes of meeting
Q list of attendees
Q information re: date and location of next meeting

SEND THIS FORM AND ATTACHMENTS TO:
BC Council on Admissions & Transfer
709 - 555 Seymour St., Vancouver, BC V6B 3H6
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